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OFFICE OF FERSOINEL MEMORANDUM NO. 20«615- 3
SUBJECT s Civil Service Rebiremont S

REFERENCES 2 Agang?’negﬁi;ﬁm en Civil Service Retirement and Chapter
Re$y Federal Parsomnel Manual

FESCISSION: ORM 20.615-2 {10-54), meme subject, dated 12 February 1954

1. This memorandom estzblishes the procedurss to be followed within ihe
Office of Parscunol in administering tha Civil Service Retirement ogren, 8
prescribsd in Agency regulstions. ' '

2o  Rotirement Information

o Interviews of Headquerters Persommel Frier to the Tims of
Soparation,
(1) The Casualty Affairs Branch, Insurance ond Clalms Division
{CAB/ICD) 1s reaponaible for discussing with interested employeos
their prospective rotirorent coverags, status ard entitlemonts.

The fellowlng factors es applicable in individusl eases will be
raviewvsd:

(a) Elgitdlity for retirezont
(b) Longth of eivilian and military service
| {(e) Oreditability of service f ‘\
25X1 - {a) Types of ammity avallabls \Q&\g\%’%
(e} Swrvivor benefits

(£} Advantagee in maldng veluntery contributions,
depoeite and redeposits _

(g} Estimated smowitt of the empleyse's anmdty or refund

(h) Effective retirement coversge under Federal Employcas ?
Group Life Insurense (FEGLI) program '

(1) Procedures for meking applicstion

(2) In comection with such interviews, CAB/ICD will provide,
upon request, an sstimste of an individual's erediteble service and
the putential annuity and/or refund wiich he may be entitled %o
receive, as of a stipulsted period., When requssted, CAB/ICD will also /!
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srrangs for the processing of applications for purchase of servies
5 % ard for the verification of pericds of BArTics.

Yo  Provision of Retirement Informetion at the Tiwe of Separation

The Gownseling Branch, Personnel Assigrment Division (cB/PAD),
or ths Provessing Bransh, Contrest Parssmmel Divisien (PB/CFD) 4in the
casa of a staff agent, will examine the employeets 0fficlal Perzcnmel

. Folder at the time of the exit interview in order to meke a general
appralsal of the ewployests retivemont status,

(1) vhen 4% 18 a nt that an employee is only entitled to
2 rofund, CB/PAD or FPB/CPD, as appropriate, vill apprise him of ‘this
fact and aseist him 4n exoouting the required form. Staff employe:s,
and staff agents as appropriate, will then be inmstrugtod to hani-goery
the ferm to the appropriate Puyroll Office.

() If the individus) has not had s rrovious retirement inter-
Tiow bub appears eligible for an Imeadiats axmnity woon separation.
23 will be reforred to CAB/ICD for a dlscussion of his rotivement siatus
and for asslstanes in meking an appiiesation.

(3)  When it appears that ag employse my be omtitled o recoive
zither a refurd or & deferred anmilyy, he will be penerally apprised
&y CR/PAD oy FB/GPFD of his rotizement status. GB/PAD or FB/CED
ofdlnerily will then arravge for en interview by CAB/ICD exsept vhea
whe employee has previously had a retirvement interview or CB/PAD op
T3/CPD san properly advise the indsvidual comcernivg his prospestivae
anbitlements, based upon disousslons with the irdividual and a revisw
of hiz Offielal Personnel Folder, CB/PAD or FB/CFD will arrangs feo
CAB/ICD to iwterview the inddvidusl, 42 he 1o interested; when o or
more of the following ciremnstenses epply:

{a) Although the empleoyee bas hed a previcus retivemont
- Interview, ho dosives upon sereration to sutmit en appliestion
for an emanity, rather then an applicution for a refund. :

(b} It is not clearly avident fron the salary and employ.
ment dats contained in tho enploysetls Folder vhat his nrospeative
eligibility fer retirement nlght be or vhat amount of annaity he
night receive upon separation. ‘ ' _

(o) The employes bas & peried or reviods of service which
Ray or mgy not be oredlteble and/or he has & pericd of service
which may require a purchese of service credit in order to be
credited, or fully credited,

2
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(&) The caployse ls intevested in spesifie retirement
igaued suoh as the relative sdvantages in muking & volwnbary
contribution, end his eligibility for eleoting & swrviver bonefit.

g Use of Attsslments 2 ‘

Attachuent 1 will be made availsble to empleyess durivg retire-
mend inberviews and exit intorviews by GB/PAD cr FB/CFD amd CAB/ICD
reapeetively.

3.  Advanoe Notice of Age Retiremeut

2. The Traisactions and Records Branoh, Reconds and Sexvices
Division (TRB/RSD) will verify the service of euch employee approaching
mandetory age retivement. Vorifisatioa will be cbtaiaed fram the Ciwil
Sorvice Comnission not less Lhan 15 months but not more them 2 yesrs in
advants. For this purpose, TRE/RSD will arrangs with the Correspondence
Eranca, BSD to prepars an appropriate lettsr o the Civil Servics Com.-
miesion, for signature snd trausmittal by the Direstor of Persommel (0/Pavs).
Follewlng recelpt of the verification, TRB/RSD will roeoxd the informstion
on the employee's Servies Reagrd Card (SF.7) and placs the original of the
Gurmission’s letter in the employse's Offielel Personnsl Folder. Avines
veritication of servics should not be cbiained in advance of separaiion for
2 oteff apent,

b  Advauce motics of mandatery age retirement will be glven an em=
pioyre ab lesat ons year in advanss of the date of his sepuretion for
rotirement. (Although a minmdmm advance notice of 60 days is spacilficd
by regulations of the Civil Servico Commission, an advarao notice of ob
least ens year will be given to Agsnoy employees to faailitete thelr
plamdng for retirenont.) Approximately 14 months pricr to the dus dote
of a staff employce?!s separabion, TRB/RSD will notify CGAB/ICD that the
ampleyeats mandatory age retirenent has been verificd and specify the
separation date. CAB/ICD will prepars a sultable memoranium of advance
notlee to the éerployes. This memorandum will be prapared for the sigheture
of ‘ths DfPeril and wlll state the proposed effective Gate of separetic sxd
1111 clte Section 2(s) of the Retiremant Act as authority for the ret rement.
CEFD will arvange {or the notifieation of a staff agend in & sooure ms mey.
Hhen the pamoventive is addressed o a staff employes stetionsd at hosle
querters, 1% vill advise the employes of the fasjlities in CAR/ICD for pro-
viding & retirement interview and will request that the employes comtuct
CAB/ICD for the purpose of arranging an appropriate time, CFD will grange
for & secure intorview by GAB/ICD of a staff agmt statlonsd et headquarters.

2» The memorandun of adwance motice of sge rebirement will be sent
thiough channels in duplicato to the employes effestsl and a copy will be
forwarded for inslusion in the employee's Official Fersonnsl Folder. The
nemorandum will contain signature linss for the employee and the apprapriste
Opereting Officiel who will sign the copy upon reeoipt, thereby ackng:le
adgirg that they huave reeeived notise of the prospective retivement. If,

3
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hovover, the memovendun is transmitied to an employes stationed overseas,
the office concernad will forward notification to tho employee and wiil
obtain information that he bss duly resaived the advanve noliss. Following
receipt of this informetion from the field, the office conserned will returs
the copy of the memorandum to CAB/ICD or PB/CPD, ss appropriate, with an
acknowledgement thel the employee hes roceived the notification. Upon
notation ip its records, CAB/ICD or FB/CFD will arrapge for the memorandum
%o be £iled in the employee’s (ffiecial Perzonnel Felder.

L. Processing of Applieations for Retirement and Death Benefite
a. Applioation for Retiremont

CAB/ICD will revisw each Application for Retiremont, Standexd
Form 2801, to insure that the form is properly executed and to determinve
if the date reported by the empleyes, such ss ths approximate ysars of
goyvioe, title of position, ete., agrees with the official desunsutation
of tho employee's Offielsl Personnsl Foldor and will oomntast ths employes
é‘fg any tinpmm papers needed or for clerification of conflisting
ormations

{1) Ttems &, 7 and 8 will be £illed out as follouss

{e) Ttem 6 - "CIA" will be stated as the orgenizationsl
affiliationy suberdinste unite will not be shown,

(b) Ztem 7 = "Washingtom, D. C." wiil be linted as the
placs of employment,

(6) Tiem 8 « A genaral position title may be used if it
is not an organizetional ¢itle or otherviss peculisr to the
Agency. (The goneval civil servies tiile is acceptabls.)

(2) In any ease in vhich the creditadility or length of service
of the employea 1s not cenciusive avd there is zufficient time to
obtaln a verification of service, CAB/ICD wiil obbtain a determinaiion
when security consideretions permit. CAB/ICD will obtain the informe~
tion by preparing e memovendum to the Cilvil Service Commission or by
procesaing a Standard Form 2803, Application for Purchase of Service
Credit, as appropriate.

(3) If the appliecation is for disebility retdrement, CAB/ICD
will secure the required supporting decuments fron the Medieal Staff
amd the organizational undt ooncerned (ses Attaciments 3 and 4).
GAB/IOD will request that the desaription of the Gisability be phrasad
ia genoral terms 3£ such disebility was incurred in line of duty and
is due to olaesrifled operatioms. The injurs should be desoribed in
a mamnsr that will permdt the form to be unclessifed,

4 :
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be Applications for Desth Bonefits

When an employse dies, CAB/ICD will review his £ile to deterine
wagbher this reccwd indicates a swviver or bensficiary vho may be eliglible
for death benafits. hen appiieabie, CAB/ICD will forward Standayd Fowm
2800, Applicetion for Derth Benefils, to the swrviver conserned and iunform
aim of the proesdurel requirsments imvolved in meking an appliecation
including the submission of o sertified copy of the desth certificeta.
(See Attachment 2.) "CIA" will be stated as the place of the Gecedant’s
enployment and "Washington, D. C." as the location. The notification
shovld speclify that the form must bo rsturned to the 0ffice of Persomnsl,
2430 E Strect N.W., Weshington 25, D, C., instead of to the Civil Servies
Gm‘aﬁmo Completed applications for death benefits will bs procsssed
by CAR/ICD. . |

%,  Fimel Processing of Appliestians for Rebirement and Death
Benefite and Determination of FRGLII Caverage

{1) CAB/ICD will determine whether any specisl prosedurss or
documentation 1o required to offect ssoure procesaing of Stanierd
Poem 2800, Application fer Death Danefits, o Standard Form 2801,
Appleation for Retirement, to the Ratimm Divieion, Civil Ssxwiae
Comudssion: Standard Form 2806, Individiel Retiransat Recerd and
Standand Form 2807, Register of Separatioms and Trangfers, will bo
obtalnsd from the 0ffics of the Comptroller Zfor attachment to the
a«oplica%im involved, Completied applications will be forwarded 4o
the D/Fers for signature and transmittal to the Civil Servise Con-
mission in either an overt or ) sesure mamer, as the oiremsianccs
‘mﬂir@g - Vben ec-mrity considerations ao require; epplivsatioma wiil
ba mma-cm'ﬁ,eﬁ cloared pwscmml in the Comission for fimsl

m@sninge

{2)  In oass of retivement, a chack wiil be mede ‘by CAB/ICD to
detarnine whether or not the employes ia covered bty Federal FEmploywas?

Grow ‘Iife Insurance. If the employse is covered, and he does docive ;_ S 5

to goavert his coverage to an individuel poliey, Sta,ndard Form 56,
Lgenuy Certification of Insurance Status, Wil be trensmitied with oo ;
spplication for vetirement en an Jmmedlats enmuity with 15 years o
Mﬁﬁaﬁ

50 B&aigm‘bion of Bamﬂeim
b G@m

A deaigmtion of beneficiary 1s for lumpesum purposes only an
doaa mt affect the right of any spouse or dependond Yo receive surviver
annuity benefits upon the dedth of the retired employes. A designatiom
should be mede only if the employee wishes to name sone porson oY perscns
not stipulsted in the order of legally rrescribad precedence, or in a
different order, _ 5

SeliuleRumeT
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b, Designation at Entrance on Dty

TRB/RSD or FB/CPD, as apnronriate, will acquaint each anvointes
of the oxder of vrecedence defined by law and will advise him to execute
Standard Torm 2904, Designation of Benefleiary, in dunlicate, if he
desires to eleet the beneficiary out of the preseribed opder.

€> Designation During Employment

(1) an emsloyee may designate or redesignate a beneficiary ouvk
of the preseribed order of precedencs ot any time by executing and
forwarding two eonies of Standard Form 2803, Designation of Beneficisry,
to the Office of Personnel. The forms will be routed for action to
TRB/RSD or to PR/CPD in the case of a st ff agent. PB/CPD will
arrange with TRB/RSD to stemp the designation and will then foruerd
it to the Finance Division, '

{2) During an employee's nrocessing for oversoas assignment,
the Central Processing Branch, RSN will advise him of his right to
designate a beneficiary. CPB/RSP will assist interested employese
to execute the form and will then forwerd it for stanping to TB/RSD
or PB/COD, as aprropriate. In the latter ease, PB/CPD will arrange
for TRB/MSD to stamp the form. The employes®s cony will be forwarded
to the office concerned for retention until the employee returns from
ovarseas,

d» = Desismation at Time of Separation for Retirement

(1) Each employee in the Washington, De C. area who doeos not
asly for a retirement rofund when he leaves the Agency will be adviged
by CB/FAD or PB/CYD, as apvllcable, of his rigitto designate o
benaficiary out of order of precadence.

{(a) If an employee exccutes a form at that time, the Chief,
CB/PAD or Chief, FB/CFD, as arnropriate, will process the form,

() CB/PAD will have the individual hand-corry both conies
of the designation to the amnronriate Payroll Braneh unless the
employee is arnlying for an immediate annndlty in vhich svent
CB/PAD will hondecarry the form to CAR/ICD for transmittal to the
Cormission together with the awnlication forms In such cases,
CAB/ICD will destroy ony nrevious designotion of the emnloyse
unon its receipt from the Payroll Braneh concerned, CB/PAD wiil
also notvify TRB/RSD of such a desipnation, or a change in designge
tion, as amlicable, for apnronriste notation in the emmloyes’s
Official Personnel Folder,

{c) PB/CPD will forward the form to the Finonce Division
unless the staff agent concerncd is anvlying for an immediate
annuity in vhich event the form will be forwarded to CAB/TCD,

Approved For Release 2002/05/1¢: CIA-RDP80-00679A000200030006-7
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(2) 8inoo desigrations of bLemeficlary prepsred before
1 Seplamber 1950 are no loiger veldd, CB/PAD or FB/CFD, es appro~
priate, will determing at the time of the exit imterview vhather
ar not s deszigrnation of bensfieiary was exscuted by the snployes
bafere that date. In such cases, unless a designation was filsd
thereafter, the employee concerned will be sdvissd to execute a
new designetion, if he currently desives a desigrstion out of the
order of precedenss,

@e Frooeesing of Standaxd Form 2808, Designaticn of Bensficlery

- {1)- Ezoept when a designation is axeouted by CB/PAD or PB/CID
at ths time of an employse's separation for retirement (pursuant to
%d sbove), the Chief, TRB/RSD is respousible for verifying that ihe
form is signed, witnessed, dated and otherwise prepared in assordanss s
with Clvil Serviee Comission requirsments, ' '

(2) The official date and time of receipt will be stamped cn

both coples of Standard Form 2808, Designation of Bensfieiary, by
“he Cidef, TRB/RSD. o

(3) The Chief, TRB/RSD or the Chief, FB/CPD in the case of &
ttaff agent will detach the dupliecate copy of the form and Pferwar:i
it through edministrative chanmels to the designator for his por.
comnel recoxrd. The ordginel of the form will be forwarded to the
¥iscal or Financo Division, as appropriate with en original and cus
copy of a tranemittal memorandum. The memorandwm will request the
Ldvieion concerned to acknowledge receipt of the form on the ecpy of
the memorandum and to return this copy t¢ TRB/RSD or FB/CFD for £ Jing
in the emplayeots Official Personnel Folder. TRB/RSD er FB/CHD w11

-uadntain o third copy of the transmittal mesorandum in suspense vwitll

the Fiszeal or Finsnes Division concereed returns the acknouledged copy
whereupcn TRE/RSD or PB/CFD will destroy the suspenes copy of the
BEMOTEnGE.

(4) The Fiecal or Fiunsnce Division, as appropriate, will reiain
the ariginal copy of the form until the individual oconmcerned lesvae
tha Agency. Upom separation of the employes, the most recent foara
propared by the employes will be sttaoked t» Standard Form 2806,
Tndividua) Retivement Record and Standard Form 2877, Register of
iimi tions and Transfers, for transmittal to the Civil Sexvies Gt
wlssion,

- Appllcations for Purchase of Servics Credit

2. Regular Procedure

(1) Employee applicatioms for deposits ar radeposite will be
submitied to CAB/ICD on Standard Form 2803 (or Standard Ferm 103).
Application for Purchase of Service Credit, for asaistance ard PP
caassing, : '

7
SwliulimRmbT
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(2) Whenever possible, CAB/ICD will exsoute Schedules 1 and 2
of the form om the bapis of the information aveilable from the ew-
ployeets Officisl Personmel Folder. The Chief, ICD will sign the
form as evidence that the statements in Schedules 1 and 2 are basad
upen officlal rescris of the Agenoy and will forward the form to the
Retivement Division, Civil Sexrvice Comdssicn.

(3) If epplicable, CAB/ICD will coordinate sny security qusstiome
invelved in processing such applieations. :

be Special Pmoeﬁm

The Chief, CAB/ICD will process applisations for purchase of

gorvics credit through seocure channals in the Civil Service Commission

. eolal procuseing is justifisd on security grounds. (Referemce -
MS&;@IM’%-, Civil Service Rotirement.)

7.  Voluntary Contributions

If the office comnsined interposes no securlity objections, an ewyloyee
vay wake voluntesy conteibutions to the Retirement Fumd by submitiing direstly
to the Givil Service Coumission Standard Form 2804, Elsotion Yo Meke Volunmtery
‘ontributdons. (Ses|  [Sections 6o and 7f). If this procedure is concidersd
by the office CORCETIET o U6 unsuitablo for securlly veasoms, the app.
1111 ba presessed in a seoure manner ty CAB/ICD, (Referenca -
rent, Civil Serviee Retirement.) Contributions will s mede in IWmp-2Um, rether
than on an installment basis.

8. Prmasaing Applications for Refunis
o ngulax- Irmﬂm

(1) An employee eligible for a refund, as indicated in Section
43 of may make application when bo is ahsolutely separated
fron the Tederel sorvice by execating Stendord Farm 2802, (or Standard
Faam 102), Application for Refund of Retirement Deducticms. If the
anployse plans $0 reeater Govermment service st scme futurs date, he
ghould be informed of the nsceselly for paying back the dsdustions
nlus ascrued irterest in order to racelve rotirement eredit for the
parfed of sarvice covered by the refumni.

. {2) ©B/PAD or PB/CPD will asaist intevested individuals in rre=
paring Standerd Form 2802, Application for Refund of Retirement
Daductions, at the time of the exit interviow. Completed forms will
ha foruvarded to the Payrell Branch of tha Fiscel or Finance Division,
as appropriate, for final proosssing and transmitial to the Civil
Servies Commisglon,
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b.  Special Frosedures

4 speclal procedure may be used for refund of retivement
deductions directly by the Agensy when diselosure of the individual s
Agency cozmsetion would abridge seocurity requirements. (Aocrusd intorest
uill be peld usder this procedure.) In atoordancs with the agroament;
botusen the Agency end the Civil Servics Gomziesion, the procedure must
bo used sparingly. A1l requests for divect refund will be referrsd %o
CAB/ICD for vevisw snd prepsration of a mepovandize for the signatwre of
the D/Pers, spprovieg or disepproving the request.

%  Ro-emplayment of Anmritants

Whenever consideration s being given $o the ro-gployrent of a edwil
eorviee amnndtant, the cese will be roferred Lo the Office of tho Director of
FPerasomw]l for approvel.

1, lLieison with Clvil Service Cumiscion

In aceorfancas with the request of the Civil Servies Commission,
verbal Iladson with the Chdef, Retirement Division or clearod contacis im tha
Division concerning gemarsl inquirier or the secure rrocesaing of Individual
applications for retiremend, purchase of sexvice exedly or voluntary coniibige
Sloms will e performed by a designated employee of CAB/ICD. This requiremcnt,
howevar, does nob preclulo other members of the Office of Persomnal from vorzing
isvel conteots with meubors of Branches and Seotiome of the Retirement Divisiom,
iz onder to earry oub assigned dutles awd responsibilitics. '

1. Infermaution ou Retirement Activities Ferforuod by Comptroller
e, Msking Retivement Dedustions

mmmmmetsmempl@m paid fron vouchersd
funde, the Fimeal Division 1s responsidle for concwrrently transferriag
the Wotal amount of retirement deductions frem the CIA appropriation %o
the velirement furd 4in the U, S. Tremasury., A% tho end of emch nonth; the
Fimance Division prepoyes a chegk, peyable to the Trsasurer of the Unitcd
States, for the actusl emount of retirsment deductions taker from selavies
peid from uwvouchersd Punde duping the period end forwsrds the check to
the Y. 5. Treaswry through the Fiseal Division.

- b.  Processing Individunl Retivemsnt Records

- (1) wben an irdividwal enters on duty, TRB/RSD initiates
Stendard Form 2805, Individual Retirement Recoxd, and forwards i%
to the Flseal or Finance Division, as sppropriste. The Divieion
gamemed maintaing a repord of retirament dsduotions taken durdng
he individval®s employment in the Agonoy. When an employee trarsiers
between voushersd and wavouchered funis, hls Standerd Form 2806,
Individuel Refiirement Record, is also transferred, -

Approved For Release 2002/05/16% CIA-RDP80-00679A000200030006-7
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(2) vhon en employes Beparates from the Agency, the Fiseal
MW&ﬁaninmmﬁmsSﬂuﬂmﬁlhmnaﬁﬁ,IhﬂWﬂmwlIwﬂhmmmﬁlwmﬁﬁg
aﬂi&ﬂm&wdlbmazaﬂ,ﬂmmmmmramemmﬁmnmsawﬂTﬁumﬂﬁm;%n
the Civil Servies Commdssion axcept when the Office of Personpel
obiains thess forms for transnittal with a retirement application.
Finence Division farwards Stardard Porm 2806°s for employces paid
from unvoushered funds to the Coamission through the FMlscal Divisien.

25X1C

25X1A

Aytackmanies

1 - Rotivenent Benofits at Separation

2 - Sampis Letter to Bonoficiery Cone
- aorning Death Beneiite

3 = Sample Mems Requosting Dxaminetion
for Meability Fetirement

4 = Smple Memo Requesting Medlcal
Report. for Employes loosted outside
W&sh&ngm, Do .
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